Executive Assistant / Practice Manager — Operations, Client Experience & Marketing Coordination
Hours:
40 hours per week; core availability Monday–Friday, either 8:00 – 5:00 or 9:00am–6:00pm EST (Some flexibility needed around workshop/event timelines)
Role Summary
This is a high-impact, high-accountability role supporting both the EOS Practice (client sessions, billing, logistics) and Unstoppable Data Workshops (event execution, marketing, and promotion). You will act as the right hand to the business owner—removing friction, taking ownership of outcomes, and proactively moving both arms of the business forward. This is not a typical virtual assistant role- requires critical thinking, leadership & full accountability for results.
Mission of the Seat:
Own the administrative, operational, client-experience, and marketing coordination systems that keep the business moving. The right person will protect the owner’s time, manage open loops, anticipate needs, drive follow-through, and use systems/AI to increase execution capacity across the EOS practice and workshop business.
Key Responsibilities
1. EOS Practice Management
· Manage executive calendar, session scheduling, and travel
· Client session logistics: confirmations, follow-up emails, invoicing, prep, post session actions
· Email management: route, prioritize, and respond/take action where appropriate
· Track mileage, expenses, and payments in QuickBooks
· Maintain CRM: manage contacts, “The List,” pipeline tracking
· Business Development: support marketing, interacting with prospects and the sales process as appropriate – tracks leads and proactive with follow up
· Send gifts and follow-ups to clients, connectors, and prospects
· Manage dashboards, reporting, and metrics in Monday.com
2. Marketing Coordination
· Draft and post content (with support from AI writing tools + templates)
· Manage LinkedIn presence for owner + brand (comments, DMs, reactions)
· Create flyers, social graphics, and workshop visuals using Canva or similar
· Interact with workshop stakeholders to support promotion of workshops
3. Workshop & Event Operations
· Track workshop registrations, payments, materials, and attendee lists
· Coordinate venues, swag, catering, and materials
· Manage event logistics: pre-event prep, real-time coordination, post-event follow-up
· Liaise with vendors, EOS Implementers, and sponsors
· Maintain project timelines and deliverables using Monday.com
Ideal Personality Fit
You’ll Excel in This Role If You…
· Are detail-obsessed and catch things others miss
· Know how to structure your day and hit deadlines with little oversight
· Thrive in a fast-paced, execution-focused environment
· Have a strong ability to multi-task and juggle multiple efforts simultaneously
· Are a “systemizer” who appreciates organization, operational systems (creating them, improving them, working them)
· Love both marketing strategy and behind-the-scenes project wrangling
· Take full ownership of your work — you don’t wait to be told what to do
· Produce meaningful results each day
· Ability to see the bigger picture, connect the dots and anticipate what is needed
· Not just a paper-pusher that waits to be told what to do but a critical thinker
· Can work with and enjoys working for a fasted-paced, demanding entrepreneur
The Ideal Personality:
· Highly organized and systems-driven
· Fast executor with a bias for action
· Operates well in ambiguity and a remote environment
· Proactive and solutions-oriented: you think two steps ahead
· High sense of urgency and professionalism
· Excellent written English and business etiquette
· Smart, curious, and eager to grow with the business
· Operates with integrity, loyalty, and discretion
Tools: Monday.com, Google Workspace, QuickBooks, CRM, Canva, LinkedIn, Zoom, ChatGPT or similar AI tools. Bonus: WordPress
